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New Hire Enrollment Task Flow

Following a .
Snccosanl hirg action, For Automatic plans, employees Agency Benefits Specialist
*all eligible employees complete_ the membership data receives an SAP Inbox
en,%,,ed intg th!{a > || forms provided by the vendors and message indicating that a
APERS Contributory return forms to an Agency new employee has been
Plan % representative. L) hired. )
l Agency Benefits Specialist
: receives the Beneflt_s appllf:atlon (s) Agency Benefits Specialist
Agency Benefits from the New Hire, reviews enrolls New Hire in
Specialist provides |—» documents and AASIS personnel — aopropriate Benefits
Benefits information file and adds Dependents and pp(HgBENOOM)
to New Hire. ( Primary Care Physician .l
if required(PA30). ] Ees |
Agency Benefits Specialist )
Agency Benefits Specialist sends Confirmation Letter to AA?IS gutor;_ltagcally"
generate§ Ben_eflts Elections the Employee. The Employee crea elz)seds::]golns ayro
Confirmation Letter. . verifies the information '
7} and reports any discrepancies.
AASIS sends electronic Agency Benefits Specialist
interface to EBD. — must sign the Employee’s
) Enrollment form and send
5 } to Imaging per EBD. 2.2
AASIS Support Center, DiAnnette Scott
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Perform New Hire Enroliment:

The Agency Benefits Specialist provides the New Hire or Rehire
with benefits information and the employee is given 30 days from
their hire date to complete the appropriate enroliment forms to
select Medical, Life Insurance, and Dependent Care Spending
(FSA) options and return the forms to the Agency Benefits
Specialist.

Health and Life Benefit Plans are effective the first day of the
month following 30 days after the employee’s date of hire.

Retirement plans are effective the day the employee is hired.

Note: If the employee is not eligible for the APERS plan, the
system will kick the automatic entry.
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New Hire Enrollment

» Contributory and Non-Contributory Plans

— Employees hired after July 3, 2005, will
automatically be enrolled into the APERS
Contributory Plan

— Exceptions:

» Rehired employees within 6 months of termination who
were previously Non-Contributory may choose either
plan. If rehired after 6 months, employee should be
manually enrolled into the Contributory Plan.

» Employees hired from APERS participating agencies
who are not currently on AASIS may continue in APERS
Non-Contributory Plan.

Note: Existing employees who are currently Non-Contributory
have until 12-31-2005 to change to the Contributory Plan.

2-3
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New Hire Enrollment

K|ck Out Report

If an employee is not eligible for the APERS plan, the system will
kick the Automatic Enrollment entry.

— A Kick-Out Report will be produced if employees are Rehires, hired
from a non-AASIS agency, or for employees with a personnel
actionSsuch as promotion or transfer who have not been enrolled in
APERS.

— The Benefits Specialists will check each person listed on the Kick-
Out report and manually enroll them into APERS if necessary.

— Rehired-Retirees who are drawing benefits from the same plan that
the new agency participates with should not show up on the Kick-
E\DSE% These employees are not eligible for enroliment in

Note: Automatic Enroliment applies to APERS only. If does not apply
to employees for Teacher Retirement, Alternate Retirement or
State Police Retirement.

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Exercise
Scenario #1

* A new Hire turns in their Employee
Benefits Elections paperwork to their
Agency Benefits Specialist. Enroll the

new hire in the requested benefits
offerings.

Note: The new hire was automatically enrolled into the AF"E'W\A
Contributory Plan following a successful hire action (‘\\/t

u

2-5
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Demonstration

» Create New Hire Benefit Enrollment —
Employee Elections and Basic
Employee Life Plan

Human Resources > Personnel Management >
Administration > HR Master Data >
Maintain (PA30)

-and-
Human Resources > Personnel Management > Benefits
>Enrollment ==
(HRBENO0001) <

‘ @
% 06
AASIS Support Center, DiAnnette Scott

July'04, Revised to 2V5.0

Note: PA30 (Maintain Master Data) is used to create Family
Member/Dependents and/or Benefits Medical Information Primary Care
Physician information. If this information is not required or is not apart of
the employee’s application, you may go directly to HRBENOOO1 to begin the
enroliment process.

Verify that General Benefits information and Adjustment Reason infotype
have been created before beginning the enroliment process. Green checks
to the right of these infotypes will appear on the Maintain Master Data
screen on the Benefits tab in transaction PA30 or PA20.

2.6
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Create New Hire Benefit Enroliment

Gl ala B eee CHBI Dt [ 6N

[ (3 Accounting
= ‘4 Human Resources
2 PPMDT - Manager's Deskio®
< {4 Personnel Management
= 3 Administration
< 3 HR Master Data
2 PA4D - Personnel Actions
) PA20 - Display
) PA10 - Personnel File
) PATO - FastEntry
() PA42 - Fast entry: Actions
[y Info System
b (3 Tools
[y Settings
Recruitment
Personnel Development
Benefits
Compensation Management
(3 Personnel Cost Planning
(3 Budget Management
(3 Pension Scheme
[ [ Time Management
b 1 Payroll
[> [ Training and Event Management
[y Organizational Management
3
(5]

1. Follow the menu path and enter
PA30 in the command field and
press Enter.

[vvvevevew

Information System

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Create New Hire Benefit Enroliment

HR master data Edit Goto

Extras Utilies Seftings  Systern  Help
alid CoQ LEE anhoan BAE @0
Maintain HR Master Data
O# & D08
Personrelno, 52616

2. Enter the New Hire’s
personnel number.

I«][»]

Marme Harvey@31 Moon
EE group 1 Regular State .. Pers.area FAO1 DFA
EE subgroup e Haourly Cost center 383201 Ctrl Adm 272 H...

Employment lssues | CareerManagement = Benefits | Payroll | Taes ||, IBIE

General Benefits Information w=|| [ Perind

Support Center, DiAnnette Scott
July’04, Revised to 2V5.0

I:\Familyiﬂelated Person VE‘ @ Period 3 Use the Ieft and rlght scrOII
|_ladiustment Reasons " P buttons to select the Benefits tab.
| |Health Plans O Today -

|_\Insurance Plans A1 () Current manth

|_\Savings Plans 1 ) Fram curr.date O Lastwaek

|7‘F|E"ih|9 SRl A muis () Ta current date O Last manth

| _|Benefits Medical Information Olcurr perlod Oy Gurrent year

|_|coBRA-Gualified Beneficiary & Choose

| |COBRA Health Plans [~

Direct selection

Infotype STy |:

Note: To search for an employee’s personnel number, use the
match code search functionality to search by name.

*You may search by an employee’s last name by entering in =n.
followed by the employee’s last name.

*You may search by an employee’s social security number by
entering =c.. followed by the employee’s nine-digit SSN#.
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Create New Hire Benefit Enroliment

Bld HE@E@ BHE Do EHE @D

n  Help

Maintain HR Master Data
02 ¢ D0 m|.2
T =361 6 %
5. Click Create |exozi oo n
EE groap T Regular State FPers area FAO1 DFA
EE suhgraup e Hourly Cost center 383201 Ctrl Adm 272 H..
Employment Issues | CareerManagement — Benefits | Payroll | Taxes \|I ansE
|:\General Benefits Informatian wi[~]| [Period
|_|FamitvRelated Persan wl| | ® periog
|_‘AdjustmentReasons L Fr To
|_\Hea|th Flans O\ Today O Gurrweek
|_|nsurance Plans 811 ) Current manth
|J53V'n95 Plans ¥ ) From cutr.date ) Lastweek
|_‘F|E' i () To current date (' Last month
| WG it e Al Tifa i £ O Curr.period O current year
|_‘COB [=] Chaose
| |coBRA Health =
_ : ~
El’n‘z;fpsjem'”” —~.| 4. Select the Benefits Medical Information tab .
or enter 0376 in the Infotype field. -]
I -]

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0

29

Please note, if you need to create a dependent, you should
Perform that task first by selecting Family/ Related Person
or enter 0021 in the infotype field.

2.0
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Create New Hire Benefit Enrollment

V|' D @@Q SHB anan AR @

Cyeate Benefits Medical Infonnation

9. Click Enter 10. Click Save

2 6. Enter the employee’s hire date
B TS S |

(=) 12/31/99993

7. Enter the Physician’s name as shown on
the employee’s application.

Fhysician name

Fhysician ID . . -

Physician narne 8. Enter the identifying number for the
B Primary Care Physician selected by the
Fhysician name

Physician ID employee.

State of health
[]Smaker

2-10
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Create New Hire Benefit Enroliment

g 222 100 @@ Lud aton BE @F

Eeli=

Maintain HR Master Data

: General Benefits Information Period
FamilyiRelated Person w[rl| | ® Period
:Adjustmentﬁ’easons Fr To
|_|Health Plans O Today O currweek
|_|Insurance Plans A  Current manth
OB SIS [FUEATES ) From curr.date O Last week
Fizeitillz Enewiing Aeeeuis (' Ta current date () Last month
i curr.period I current year
_COEIRA—QUaHﬂEd Beneficiar B
| |GOBRA Health Plans [+]
Direct selection
Infotype Benefits Medical Information STy

I@ Recard created

D lars ) E1n

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Create New Hire Benefit Enroliment

Menu Edit Eavorites  Extras Help

& | HRBENDOD w_ BaH Saa ORB aETO0 EERE @D

SAF Easy Acc AASIS MENU
BE & N~
—

= {3 Human Resources
IE) PPMOT - Manager's Deskiop
< {3 Personnel Management
& [ Administration
& [ Recruitment
B [ Personnel Development
& {3 Benefits

) HREENDDOT - Enroliment;

2 HRBENOO14 - Termination

[

1. Follow the mehu path or enter
HRBENO0001 in the command field;

@ HRBEMOO03 - Participation Monitar

@ HRBEMOO0O4 - Insurability press Enter

% HRBENOOOE - Participation Overview TR T o
> (3 Group Processing . i, o
» (3 Forms D

> (3 administration
> (3 Flexible Spending Accounts
> (3 Retirement Plans
& (O coBRA
B (1 Claims (asiay
B (1 Info Systerm
b (O Compensation Managerment
I (1 Persannel Cost Planning
b (1 Budget Management
b [ Pension Scheme
b [ Time Management
& (1 Payrall
[ [ Training and Event Management
> [ Organizational Management
B [ Infarmation System
B [ Information Systems
[ (] Special Transactions & Reports (State of Arkansas)
& [ Tools

[ W

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0

Menu Path: Human Resources > Personnel Management >
Benefits > Enroliment

Note: All New Hire enroliments are performed using Transaction

code HRBENO0O001.

PA30 can only be used to enroll employees in the locked Non-
Contributory APERS Plan.

2-12
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Create New Hire Benefit Enroliment

V‘4I."\'«-':kl!\':\"o\ﬁl'.i.l:llmﬁ!\ﬁr'ié

Enrotl
3. Click Enter
to continue

Direct selection |

Personnel no 55
Offer selection
ID number 2 & Gel ofier E Print form 2} Error list

|Fossible offers Enraliment period

55| Gail Had

2. Enter the
New Hire’s
personnel
number

2-13
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Create New Hire Benefit Enroliment

Enroliment  Edit Goto

System  Help

BdH @ I SHE Bhas BEE @ m

Enroliment
Directselection | Selection set | Enroll
Name Gail Hadley on  12/@8/2003
Personnel no. ‘
Offer selection
ID number i) Get offer = Print form &z Error list
Possible offers Enroliment period
=3 Select | New Hire Enrollment 12/08/2003 - 01/07/2004
Anytingke changes 01/01/1800 - 12/31/9999
NEIERED |
|~ Pers No.|Name -

4. Enter the date the
employee signed their
enrollment form, if
different, by clicking the
Change Date icon

55| Gail Hadley

5. Double click on
New Hire Enrollment

[l J[<[+]

[ | HRBENDDOA sapetr | INS

2-14

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0

*The date entered is the date the employee signed and
dated the Enrollment Form.

* New hire employees must complete and sign the
Enrollment Form within 30 days of employment.

* Applications should be entered in AASIS within a timely
manner. Otherwise, the employee could have three or
more premiums deducted from one payroll period.

2-14
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Create New Hire Benefit Enroliment

1 i i I 3 e f vz G

Enroliment

Direct selection

& Get offer = Print form 5 Error list
Paossible offers Enroliment period
MNew Hire Enrollment 12/08/2003 - 01/07/2004
Anytime changes 01/01/1800 - 12/31/9999
Automatic offer

@ enron [ Costs @B unooselection ||&|BE& eroris
Status | Validity period ivi
6. Double < Hedca o
. Health Advantage HUO 02/01/2004 - 12/31/9998 =
cllck on QualChaice HMO 02/01/2004 - 12/31/9999
Health Advantage POS 02/01/2004 - 12/31/9999
Employee’s QualChoice POS 02/01/2004 - 12/31/9999
Blue Cross Blue Shield FFO 02/01/2004 - 12/31/9998
n Nova Sys HHMO 1112112004 - 12/31/9999
desl red MNovaSys POS 11/21/2004 - 12/31/9999
NovaSys PPO 112112004 - 12/31/9999
Medical Plan High Deductible FFO 112112004 - 12/31/9898
US Able (Basic EE Life ASE) 02/01/2004 - 12/31/9999
= Dependent Life
US Able (Basic DEF Life ASE) 02/01/2004 - 12/31/9998
< Opt Dep. Life
US Able (Opt DEP Life ASE) 02/01/2004 - 12/31/9999 El
=~ optional Life =

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Create New Hire Benefit Enroliment

Eprollment  Edit  Ge

JHIe@a DHBR Do BEE| @

Enroliment

Direct selection | Selection set | Enrall -~

Maintain Health Plan v an 12/07/2003 [
Pers.Mo. 55 Gail Hadley
Flan Health Advantage HHO
Start 82/01/208084 - 12/31/09993 B auntion [ & =LA

Enrallment period

12/07/2003 - 01/06/2004
01011800 - 12/31/9339

Stop participation in period

Option |
Plan options
Health Plan Ont Standard HMO ASE 1 =]
Dependent Cover  Employee @ ts H@ Undo selection |$ Al Ig Errar list ‘
Status | validity period Actiity |
Coels UED Nl Mo 02/01/2004 - 1213113999 =
Emplayes £1.22 [V Deductions Pre- 02/01/2004 - 12/31/9983
Emplayer .08 o8 0270172004 - 12/31/9988
0270112004 - 1213119989
\ ield PPO 0270172004 - 12/31/9988

Note: The ‘Deductions Pre-tax’ is

@ sccent | defaulted. If the employee waived pre-
t .| tax deductions and chose post-tax

| 7. Click Accept deductions, uncheck the box.

[ .7

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0

Note: For this example, the employee does not have any Dependents to
enroll in a Benefits Plan. If the employee had dependents, you would see a
Dependents tab next to the Option tab.

To view the employee’s dependents, you would need to click on the
Dependents tab.

To enroll the dependents in a benefit plan, you would need to click the box
to the left of the dependents name.

Then click on the Option tab and complete the steps above. Continue to
complete the remaining steps in the New Hire Benefit Enroliment
transaction.

2-16
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Create New Hire Benefit Enroliment

@@ Sl mron BE @m

Enrollment

Direct selection
MName Gail Hadley
Personnel no.

ID number Iz Cetoffer | Prntform || 4% Errorlist
Possible offers |Enroliment period

New Hire Enroliment 1210812003 - 01007/2004
Anytime changes 01/01/1800 - 12/31/9999
Automatic offer

1108 | Kennedi Edwards Mew Hire Enrollment

@ Enol [ Costs | Undoselecion |B|A[E[&E Fvorist |

Status | Validity period | Activity |

~ Medical
Health Advantage HMO 02/01/2004 - 12/31/9999 o
QualChoice HMO 02/01/2004 - 12/31/9999
Health Advantage POS 02/01/2004 - 12/31/9999
QualChoice POS 02/01/2004 - 12/31/9999
Blue Cross Blue Shield PPO 02/01/2004 - 12/31/9999
MNova Sys HMO 11i21/2004 - 12/31/9999
MovaSys POS 11/21/2004 - 12/31/9999
MovaSys PPO
High Deductible FFO

~¢ Basic Life

S Able (DasicEE Life ASE) <
7 Dependent Life

US Able (Basic DEP Life ASE)
= Opt. Dep. Life

US Able (Opt DEP Life ASE) 02/01/2004 - 12/31/9999
= Ontianal | ife

AASIS Support Center, DiAnnette Scott

July’04, Revised to 2V5.0
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Create New Hire Benefit Enroliment

Caa ILHEIODOD EEI@

Enrollment

Direct selection

Personnel no.

Gail Hadley

55
US Able (Basic EE Life ASE)

ID number Iy Get offer
Possible offers
| & Select | New Hire Enroliment

Anytime changes

01/01/1800 -

1108 |Kennedi Edwards

Automatic offer

Mew Hire Enrollment

02/81/2004 12/31/8939

Insurance option and coverage

© evon [E costs [

Undo selection. | Insurance Optio [3asic EE Life Coverage @

Stalus Basic Coverage

~ Medical
Health Advantage HMO
QualChoice HMO
Health Advantage POS
QualChoice POS
Blug Cross Blue Shield PPO
MNova Sys HMO
MNovaSys POS
NovaSys PPO
High Deductible PPO
= BasicLife
US Able (Basic EE Life ASE)
= Dependent Life
US Able (Basic DEP Life ASE)
< Opt. Dep. Life

Additional Unit
Insurance Cover

10,000.08 USD
9 X 8.80 USD
10,000 .08 USD

Costs USD Monthly
Employee
Emplayer

Deductions Pre-

G Accent | R |

02101f04— 12/31/9999

US Able (Opt DEP Life ASE]

< Onfinnal | ife

9. Click Accept

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Create New Hire Benefit Enroliment

HRBEN — Benefits Administration

Enrollment

Directselection | Selection set |
Persannel no.

ID number

12/88/2003

Enroll
Name Gail Hadley on

2 Overview ‘

Offer selection
i) Get offer =

Fossible offers

Print form &z

Enroliment period

Error list

=3 Select

| MNew Hire Enrollment 12/08/2003 - 01/07/2004

Anytime changes 01/01/1800 - 12/31/9999

&[] [==] ]}

Automatic offer

= Pers.Mo.| Name
55 |Gail Hadley
1100 |Kennedi Edwards

Mew Hire Enrollment

10. Once you have
entered and
accepted all of the
Employee’s
Elections, click
Enroll.

= Dependent Life
US Able (Basic DEP Life ASE)
< Opt. Dep. Life

02/01/2004 - 12/31/9999

US Able (Opt DEP Life ASE)
< Onfinnal | ife

02/01/2004 - 12/31/2999

| /]

@ Enon [EH  costs  [#® undosecction |[R|&|E[4S Evorist |
Status  Validity period Activity
< fedical [=]
Health Advantage HMO 02/01/2004 - 12/31/9999 & [~]
QualChoice HMO 02/01/2004 - 12/31/9999 m
' Health Advantage FOS 02/01/2004 - 12/31/9999
QualChoice POS 02/01/2004 - 12/31/9999
/ Blue Cross Blue Shield PPO 02/01/2004 - 12/31/9999
/ Mova Sys HMO 11i21/2004 - 12/31/9999
MovaSys POS 11i21/2004 - 12/31/9999
MNovaSys PPO 11i21/2004 - 12/31/9999 L
High Deductible PPO 11i21/2004 - 12/31/9999
02/01/2004 - 12/31/9999 &

[0

<

&

AASIS Support Center, DiAnnette Scott

July’04, Revised to 2V5.0
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Note: Once you have accessed an offering, a green check mark
appears to the left of the employee’s choice.
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Create New Hire Benefit Enroliment

@@ DR HDoD

Enroiiment

Selection set

Direct selection

MName Gail Hadley on 12/08/2083

2 Ovenview

Personnel no.

Offer selectian

1D nurnber Error list

List of Plans
Activity Plan From Ta
Create Health Advantage HMO 02/01/2004 [12/31/9999
US Able (Basic EE Life ASE) 02/01/2004 12/31/3989

Note: Double check to see that eleiBle ens |

you have entered the employee’s |woo. mmens v
elections properly. ao1rz00s. {aatse H
[=]

02/01/2004 - 12/31/9999
02/01/2004 - 12/31/9999

02/01/2004 - 12/21/9893

02/01/2004 - 12/31/9999

[BDj—

& Enroll | 3 Cancel 02/01/2004 - 12/31/9999

t

i 11. Click Enroll

= Opt. Life Post
US Able Opt EE 132y Post Tax
2401 (E

02/01/2004 - 12/31/9395

S Able-Opt EE Life ASE 132X ‘ 02/01/2004 - 12/21/9393

2-20
AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Create New Hire Benefit Enroliment

Enroliment
Direct selection Enroll
Name. Gail Hadley on  12/88/2003 I
Fersonnel no.
Offer selection
D =) Print form & Erorlist___|

Enroliment period
12/08/2003 - 01/07/2004
|01/01/1800 - 1213119999

Costs B Undoselection | =[&[E[Z  Erorist

Status | Validity period Activity
contnus | £ Gontmaton.
HMO 02/01/2004 - 12/31/9999 "4
1 | QualChoice HMO 02/01/2004 - 12/31/9999
Health Advan(age FOS 02/01/2004 - 12/31/9999
. . 02/01/2004 - 12/31/9999
02/01/2004 - 12/31/9999
12. Confirmation of s
E II t - - d t 112142004 - 12/31/9999
11/21/2004 - 12/31/9999
nro men Is reqUIre o 11/21/2004 - 12/31/9999

supply the Employee with L 2
verification of benefits 02112003 123119509
selected. Click Confirmation. | ™™™ ™"

[ET]E3] s I— (1 )

[«][r]

2-21
AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Create New Hire Benefit Enroliment

Enroiliment

Direct selection

G

Pergonnel no.
el
D
Nl
EH
= =
& =
IA
L @ %
Fe

[ O —— |

FE DDO8 EE @

Enroll

Namme Gail Hadley

Offer selection

= Print form S Error list

Enrollment period

10/014/2004 - 10/31/2004

01/01/1800 - 12/31/9999

Costs @ Undo selection " ’- . Error list

Status  Walidity period Activity

The macros in this project are disabled, Please refer to the online help or documentation of the host application ko

determine how to enable macros,

E Help

= Dependent Life

~ Opt. Dep.

US Able (Basic DEP Life ASH) ‘

01/0142005 - 12/31/9395

LS Ab)

< omenatl 13. Click Ok

US Abl

01/01/2005 - 12/31/9999

01/0142005 - 12/31/9395

7 Opt. Life Post

S Able Opt EE 1x2x Post Tax

= 4N10E

‘ 01/01/2005 - 12/31/9999

41b]

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Create New Hire Benefit Enrollment

Eorm term  Help

BldH @ DRRE a0 BE @M

Display Fonn T
15. Click Print

14. View Confirmation
notification

l

State of Adcanzas, Employes Benefits Division

Harwvey031l Moon
999 0ak Street
Little Fock AR 72201

]
Fersonna number | Narme of employes Socia security number
00052616 Harwey031l Moon TITITETIO
Personnel ares Perzonne subaras
DF4 0T, =5td, 45HE
Ermployes group Employes subgroup Fayroll ares
Begular State Empl. Hourly Arkanszas Bi-Weekly
Berefit area First program grouping Second program grouping

2-23
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Create New Hire Benefit Enroliment

@@ CHE D non BRE @mn

Dispiay Fonn

16. Click Back

Harvey031l Moon
999 Dak Srreet
Little Rock AR 72201

State of Akansas, Employee Benefits Division

Persannd number | Name of employes

Socid security number

Regqular State Empl.

Hourly

NON52616 Harvey(3l Moon TITTTETIS
Personnd area Personnd subarea

DFi 0T, 5td, 4 SHE

Emploves goup Employes subgroup Payroll area

Arkansas Bi-Weekly

Bensfit ares

First program grouping

Second progra m grouping

“ oo

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Create New Hire Benefit Enroliment

2 e N - R 5 ) P

Enrollment

Direct selection Enroll

Personnel no_

D

a Print form 2: Error list
Enrollment period
12/08/2003 - 01/07/2004

|01/01/1800 - 1213119399

Name Gail Hadley on  12/68/2003 ([

Continue | 53 Confirmation
-

QualChoice HMO
Health Advantage
QualChoice POS

17. Click Continue | foissres

NovasSys PPO

= BasicLife
= Dependent Life

= Opt Dep. Life

% Onfional | ife

[0 I — 3

Blue Cross Blue Shield FFO

High Deductible PPO
US Able (Basic EE Life ASE)
US Able (Basic DEP Life ASE)

US Able (Opt DEP Life ASE)

Costs |2 Undaselection | &|E[&  Erorist
Status | Validity periad Activity
tage HUO 02/01/2004 - 12/31/9999 o
02/01/2004 - 12/31/9999
POS 02/01/2004 - 12/31/9999

02/01/2004 - 12/31/9999
02/01/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999

02/01/2004 - 12/31/9999
02/01/2004 - 12/31/9999

02/01/2004 - 12/31/9999

8 2 s I— 1]

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Create New Hire Benefit Enroliment

| 00 auBe@e | SHEHtasn B o

Enroliment

. .
18. Click to Exit

Direct selection | e
Narne G6a11 Hadley on  12/07/2003 (@)

Personnel no 55 [=
Offer selection

D number £ z Get offer a Frint form e} Error list

Possible offers Enroliment period

@ Select | MNew Hire Enrallment 12/07/2003 - 01/06/2004
Anytime changes 01/011800 - 12/31/9595

B—
ﬂﬁ Autornatic affer

55| Gail Hadley

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Exercise
Scenario #2

* A new Hire receives his Confirmation
Form and realizes that there has been a
Data Entry mistake. He requested Qual
Choice HMO, but has been enrolled in
Health Advantage HMO. He brings this
to the attention of the Agency Benefits
Specialist. Correct the New Hire’sq
Enroliment Elections. /

2-27
AASIS Support Center, DiAnnette Scott
July’'04, Revised to 2V5.0
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Demonstration

- Correct Employee Benefit Enroliment
Elections

Human Resources > Personnel Management >
Benefits > Enroliment
(HRBENO00O1)

AASIS Support Center, DiAnnette Scott
July’'04, Revised to 2V5.0
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HRBEN — Benefits Administration

Correct Employee Benefit Enroliment Elections

HREBEMOOO0T

C@o DR fnasn BE
SAFP Easy Acc AASIS MENU

3= % | & BN~

= {3 Human Resources [=] —
22 PPMDT - Manager's Desklop [=]
=2 {3 Personnel Management
b 1 Administration 4 4
b 21 Recruitment — — —
[ [ Personnel Development
< & Benetts i 1. Follow the menu path or enter
f) ARBENDN0T - iment, <
2 HRBEM0O14 - Termination HRBEN0001 ; press Enter
2 HRBEMODD3 - Farticipation Monitor - -
2 HRBENMODDA - Insurability -
2 HRBEMDODE - Fatticipation Overview
> [ Group Pracessing
b 3 Forms
b [0 Administration
[ [ Flexible Spending Accounts
[ [0 Retirement Plans
b (3 coBrA
B [ Claims tasia)
I [ Info System
I [ Compensation Managerment
> [ Personnel CostPlanning

> (] Budget Management e g e b
> [ Pension Scheme " el e

& (1 Time Management

b [ Payroll

b [ Training and Event Management
b [ Organizational Management
> (0 Infarmation System

[ [ Infarmation Systems a5 IS >, =
[ (1 Special Transactions & Reports (State of Arkansas) & €
b (1 Tools [+] = e
[+] .
4

2-29

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Correct Employee Benefit Enroliment Elections

Help

DI eO® SHBE Do D @B

Directselection | Selection set | Enrall
’me/ susan Vollman on 08¢18/2003 [ |2 overiew | |
Personne Ino [=
1 o coicion 3. Enter the date the
1D number & Get affer = Frintform || &% Error list . .
s T employee signed their
|® Seleft ‘ Mew Hire Enrallment 08/16/2003 - 08/17/2003 a
Anytime changes ? 01/01/1800 - 12/31/9399 enro"ment form, |f
'B% = ﬂ Autamatic offer O 0 a0
REEDT —( DT different, by c'llcklng the
| - . Change Date icon
2. Enter the on applicable
Employee’s Enroliment type
personnel number || t© Pe changed

[0l | [<][>]

\ A4

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0

» For a New Hire, this date must fall within a 30 day time frame
from date of hire

* For Open Enrollment the date must fall within the Open
Enroliment Period

» For HIPAA and Family Status Changes the date must fall within
the 30 day time limit from the qualifying event.

The employee’s form must be dated within the first 30 days from
hire date or qualifying event date, but can be entered in the
system after the first 30 days. However, entry of the employee’s
form in the system cannot be beyond 60 days from the hire date
or qualifying event.

2-30
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Correct Employee Benefit Enroliment Elections

B[R s e s B e v N2

Enroliment

Direct selection

Personnel no.

1D number

@

Select 1

Name Gail Hadley

Offer selection

on 120120005

[} Get offer =] Printform S Error list

Fossible offers
MNew Hire Enrollment

Enroliment period
12/08/2003 - 01/07/2004

Anytime changes

01/01/1800 - 12/31/9999

\

* Pers.No.[Name

55 |Gail Hadley
1109 |Kennedi Edwards

Automatic offer

MNew Hire Enroliment

on

5. Double click

benefits election

the correct

[ I — | 3

@ enol |[E costs[1#» unao selection [ &E=

Status  Validity period

Error list

< Medical

Health Advantage HMO
—

Heallh Advantage FOS

QualChoice POS

Blue Cross Blue Shield PPO

Hova Sys HMO

HovaSys POS

NovaSys PPO

High Deductible PPO
= BasicLife

US Able (Basic EE Life ASE)
= Dependent Life

US Able (Basic DEP Life ASE)
= Opt. Dep. Life

US Able (Opt DEP Life ASE)
¢ Onotinnal | ife.

02/01/2004 - 12/31/9999
02/01/2004 - 12/31/9999
02/01/2004 - 12/31/9999
02/01/2004 - 12/31/9999
02/01/2004 - 12/31/2999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999
11/21/2004 - 12/31/9999

02/01/2004 - 12/31/9999

02/01/2004 - 12/31/9999

02/01/2004 - 12/31/2999

4

3] I (1)

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Help

Correct Employee Benefit Enroliment Elections

nroliment  Edit Goto  System

A E CO® SHB BDO0IEE | ©

HRBEN — Benefits Administration

Enrollment
Waintain Health Plan
Directsefecton’ | MCENNIECIN Pers.No 55 Gail Hadley —
. | Plan QualChoice HMO B SNEEW,
nnnnnnnnn Start 11/21/2004 |- 12/31/9999
ID number - _
Stop participation in period
Select
[ | Option |
= I‘ B I Flan options
= Pers.No.[Name Health Plan Opt  Standard HMO ASE 1 @
e Dependent Gover  [Emplayee Only 1 =
ror list
Costs USD Monthly poctat]
Employee 77.76 [¥]Deductions Pre- . | Scmety -
Employer ER:C] 5 =
e [~]
]
a
]
a
a
& Accept 3 a
Able (Basic EE Life ASE) 1171212004 - 11/20/2004 B
S Able (Basic EE Life ASE) @ 1112112004 - 12/31/9999
o Lt
6 CI k t A t SE) 11/12/2004 - 12/31/9999
" p ) 11/12/2004 - 12/31/9999 =l
T |Iv Onfinnal | ife [l
(K] )

&> | HRBEN0001 sapetr INS

AASIS Support Center, DiAnnet

te Scott

July’04, Revised to 2V5.0

2-32

Note: If the employee had dependents, you would see a
Dependents tab next to the Option tab. Click on the Dependents
tab to view the employee’s dependents. Click the box to the left of
the dependents name to enroll the dependent. Then return to the
Option tab by clicking on the tab.

232
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Correct Employee Benefit Enroliment Elections

Enrollment  Edit

) AR EC IR IR

Enroliment
Enroll
MName Gail Hadley

Offer selection
ID number O Get offer |3 Prntform &% Error list
Possible offers

New Hire Enroliment
Anylime changes
Automatic offer

Direct selection | Selection set |

Persaonnel no

Enrollment period
12/08/2003 - 01/07/2004
01/01/1800 - 12/31/9999

& Select |

“ Pers.No.|Name

55 |Gail Hadley
1109 |[Kennedi Edwards

Mew Hire Enrollment

@ _Enoll |l Gosts [ Undoselecion |3|&|E[48  Erorist |

AASIS Support Center, DiAnnette Scott

July’04, Revised to 2V5.0

Status | Validity period Activity
/7 Medical =]
7 Cllck / 02/01/2004 - 12/31/2999 =
. / Hili 02/01/2004 - 12/31/2992 &
Health Advantage POS 02/01/2004 - 12/31/2999
Enro" QualChoice POS 02/01/2004 - 12/31/9999
Blue Cross Blue Shield PPO 02/01/2004 - 12/31/2999
Nova Sys HMO 1172112004 - 12/31/9999
NovaSys POS 11/21/2004 - 12/31/9999
NovaSys PPO 11/21/2004 - 12/31/2999 -
High Deductible PPO 11/21/2004 - 12/31/9999
~ BasiclLife
US Able (Basic EE Life ASE) 02/01/2004 - 12/31/9999 &
= Dependent Life
US Able (Basic DEP Life ASE) 02/01/2004 - 12/31/9999
% Opt Dep. Life __]
US Able (Opt DEP Life ASE} 02/01/2004 - 12/31/9999 =
= Onfional | ifa (=]
(] ]l
\ 14
2-33

Note: The medical plan you selected is marked with a green check
mark. The green radio buttons are for all previously selected plans
that will remain the same. Since the correction is to select another
medical plan you do not need to stop participation on the previous

plan.

Termination of benefits will be covered later in the courseware.

2-33
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Correct Employee Benefit Enroliment Elections

@@ LREIDDODIEEI @

Enroliment

Direct selection Selection set Enroll

Name Gall Hadley on  12/e8/2002 ([
Personnel no.
Offer selection
1D number 450 Error list
Listof Plans padad
& [Activity Flan From To - D107/2004

reate \QualChoice HMO 02/01/2004 [12/31/9999 k1 2517590

2% eate lUS Able (Basic EE Life ASE) 02/01/2004 [12/31/9999

02/01/2004 - 12/31/9999
02/01/2004 - 12/31/9999

entered the Employee’s
Elections properly

02/01/2004 - 12/31/9999
02/01/2004 - 12/31/9999
02/01/2004 - 12/31/9999
11/21/2004 - 12/31/9399
11/21/2004 - 12/31/9999
112172004 - 12/31/9999
11/21/2004 - 12/31/9999

[«]
[=]
* Pers.No. [N
55 4
1108 K 1
. A ion |3 BE|&®  Emorlist
Note: Verify that you have el
(=]
(=]

% Cancel 02/01/2004 - 12/31/2999

US Able (Basic DEP Life ASE) 02/01/2004 - 12/31/9999
pt. Dep. Life
US Able (Opt DEF Life ASE) 02/01/2004 - 12/31/9999

8. Click to enroll  joorai

] E— | £

2-34
AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Correct Employee Benefit Enroliment Elections

7] e IR FI R

HRBEN - Benefits Administration

Enroliment

Direct selection

Personnel no.

D

on 1270812003 5

=] Print form &= Error list

Enrallment period

12/08/2003 - 01/07/2004

01/01/1800 - 12/31/9999

Costs @9 Undo selection 2|4 crorist

{1 | £

Status  Validity period Activity
3 confirmation [~]
tage HMO 02/01/2004 - 12/31/9999 E|
* I‘ ‘QualChoice HWO 02/01/2004 - 12/31/9999 o
Health Advantage POS 02/01/2004 - 12/31/9999
1/2004 - 12/31/9999
9. Confirmation of Enrollment is - o
/21/2004 - 12/31/9999
required to supply the Employee with 2z w22z
verification of Benefits selected. 112004 - 12319998 o
Click Confirmation. 12004 127212999
TS ADTE (OUPT DEF LITE ASET ‘ TZ/01/2004 - 12/31/9999 E

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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HRBEN — Benefits Administration

Correct Emplovee Benefit Enroliment Elections

e

DisplayForm 144 Glick Print

State of Adcanzas, Employes Benefits Division

Harvey031l Moon

Note: View
ificf?}iﬁﬁﬁ 72201 Confirmation
Notification

Personnal number | Name of employes

Socid ssourity number

00052616 Harvey031l Moon TTTITETIS

Personnd ares Perzonnd subares

DF4 0T, 5td, 4A5HE d
Ermployes goup Ermployes subgroup Fayroll ares =
Begqular State Empl. Hourly Arkanzas Bi-Weekly @
Berefit area First program grouping Second program grouping ¥

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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HRBEN — Benefits Administration

Correct Employee Benefit Enrollment Elections

Dispiay Form 11. Click Back

State of Adcanzas, Employes Benefits Division

Harvey03l Moon
999 0ak Htreet
Little Rock AR 72201

Personnal number | Name of employes

Socid ssourity number

00052616 Harvey031l Moon TTTITETIS

Personnd ares Perzonnd subares

DF4 0T, 5td, 4A5HE d
Ermployes goup Ermployes subgroup Fayroll ares =
Begqular State Empl. Hourly Arkanzas Bi-Weekly @
Berefit area First program grouping Second program grouping ¥

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Correct Employee Benefit Enroliment Elections

3 T e e - W P

Enroliment
Direct selection Enroll
Name Gail Hadley on  12/088/2003
Personnel no.
Offer selection
D Print form iy Emorlist |
Enroliment period I

12/08/2003 - 01/07/2004
01/01/1800 - 12/31/9999

Basic Life

US Able (Basic EE Life ASE)

US Able (Basic DEP Life ASE)

02/01/2004 - 12/31/9999

02/01/2004 - 12/31/9999

Opt. Dep. Life
US Able (Opt DEP Life ASE)
Ontinnal | ife

02/01/2004 - 12/31/9999

F
Costs [ undoselection |[B|a|HE|L&  Erorist
Status | validity period Activity
Continue Confirmation =
tage HIMO 02/01/2004 - 12/31/9999 =
QualChoice HMO 0210172004 - 12/31/9999 o
Health Advantage FOS 02/01/2004 - 12/31/9999
QualChoice POS 02/01/2004 - 12/31/9999
1 2 CI' k t Blue Cross Blug Shield PPO 02/01/2004 - 12/31/9999
. IC (o} Nova Sys HMO 11/21/2004 - 12/31/9999
. NovaSys POS. 11/21/2004 - 12/31/9999
COntlnue NovaSys PPO 11/21/2004 - 12131/3999
High Deductible PPO 11/21/2004 - 1213119999
[=]
=]

~
< Dependent Life
=
~

| | £/

2-38
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Correct Employee Benefit Enroliment Elections

g saBi @@ SHE 8 0a0 D@

g

Enroiiment

13. Click to Exit

Direct selection

Name susan Vollman on  @8/18/2003 |
Personnel no | [=
Offer gelection
1D number &2 Get offer 0o Print form & Ermarlist___ |
[Fossible ofers  |Enrolmentperiod | |
|§ Select | Mew Hire Enrallment 08/18/2003 - 0971772003
Anytime changes 01/01/1800 - 12/31/9399
[Zz][Ea)[m[a] At affer
“ Pers.No.|Mame
20|Susan Yollman
Offer

0 —

2-39
AASIS Support Center, DiAnnette Scott
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B (1 Accounting
= 23 Human Resources
) PPMDT - Managers DeskNg
= {3 Personnel Management
= {3 Administration
= {3 HR Master Data

22 PA20 - Display
2} PA10 - Personnel File
2 PAT0 - Fast Entry
(2} PA42 - Fast entry: Actions
B [ Info System
I (3 Tools
B [ Ssttings
b [0 Recruitment
B [ Personnel Development
b [0 Benefits
B [ Compensation Management
D Personnel Cost Planning
B [ Budget Management
[ [ Pension Scheme.
1 Time Management
(3 Payronl
_1 Training and Event Management
(Z3 organizational Management
1 Infermation Systern

' Correcting an Enrollment Date
Due to Change in Hire Date

‘4IT'\'«--':‘kl!\':\'i\!i'.i.\:‘lllsﬁra\@té

Follow the menu path or enter
PA30 in the command field;
press Enter.

HRBEN - Benefits Administration

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Correcting an Enrollment Date
Due to Change in Hire Date

gl 00 adHeae DHE DDNOAD BE| @0
intain HR Master =t
D7)e ld 3] 2 2. Enter the employee’s

preino. s N
personnel number
EEgfdup 1 =

AT e E— T

(CostCenter (383201 |
PR
nfotype tes E || [Perio
|
To
O Today O currweek
Savings Plans a1 O Current month
COBRA Health Flans ) From curr date (O Lastwesk
Credit Plans ) To current dats O Last month
ous Plans ) Currperiod O Gurrent Year
Stock Purchase Plans = =
Retiremant Plan Valuation Results =]
irect selection
" nfotype 0167| [)sTy
A
T

3. Select Health Plan or
enter the infotype 0167

2-41
AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0
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Correcting an Enroliment Date
Due to Change in Hire Date

G| alaBie@e DHE anos BE @0
Create Health Plans

6. Click to save changes
Fersomeltn 18 —_

mg B12-19-8947

| 5. Change the *enroliment date;
see EBD list of important dates

Benefit area US State of Arkansas-US.
Flan type MEDI Medical

Benefit plan HMO3 QualChoice HMO
Health Plan Optien OPT? Standard HMO ASE 1
Dependent Coverage EE1  Employee Only 1

[ Addiional etds

Original End Date Prev Recalc

2-42
AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0

When a Hire action is corrected, you should check to see if the
benefit's effective date is affected. For Retirement Plans, the
hire date is the same as the effective date. For Health and Life
Plans, coverage is effective the first of the month following 30
days of service.

2.4
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Correcting an Enroliment Date
Due to Change in Hire Date

g ‘4IT'\'«--':‘kl!\':\'i\!i'.i.\:llsﬁra\@té

Basic personal data |

Infolype text E || [Period
Planned Working Time | ® Period
Fr. To

Insurance Plans O Today O currweek
Savings Plans Ol O current month
COBRA Health Flans ) Fram curr date O Lastwesk
[Ere PEms (T current date O Lastmanth

ES (FAERS © curr.period O Current Year
Stock Purchase Plans = =
Retirement Plan Valuation Results =

[ Direct selection

Infotype Health Plans

Note: Record has been
created

& Record created

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0

To correct an enroliment date (ex: the initial enrollment date
entered was 11/01/04 and should have been 12/01/04).

2-43



An ASC Training Guide
HRBEN — Benefits Administration

Troubleshooting Note #1

| Infotpe  Edit : m  Help

@ 1D eee DHE Bnos RE @

: Display Actions :
I 2 I
. Py L
|| Fersonnel action =
| Action type Hire = B
| Reasan fot action 81 Mew Hire I
i Status —I
.| Customer-defined Ma Concurrent Employment & [
i Employment Active 2 |
.| Special payment Standard wage type e s
' |
| Qrganizational assignment L
| Position 22097453 MEM HLTH WWORKER [
| Personnel area H&10 DHS Benton Saline |
| Employee group 1 Regular State Empl .
| Employee subgroup uo Hourly I
| Additional actions “I
« |Start date Act  Action type ActR  Reason faction |L\ [
| 03182002 ZF  Hire o Mew Hire o :|
| I> | MPoDDOOD P2 sapnas INS—I

2-44
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If you do not know the New Hire’s hire date, complete the
following steps:

1. Click on the Create a new session icon.
Click on the new session.

2. Inthe command line type PA20 and press Enter. This
will take you directly to Display HR Master Data.

3. Enter the Employee’s personnel number in the
‘Personnel no.’ field.

4. Select the Personal Data Tab.
5. Select the Actions infotype and click on the Display icon.

6. Scroll down to the bottom and look under the ‘Additional
Actions’ section for the start date of the New hire.

7. Return to the first session and enter the Hire Date.
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Troubleshooting Note #2

Bl B @@ DHE HDLAN BE @

| Enrofiment: Offers

] & cetoffer | 2 Overview | | |

2-45

AASIS Support Center, DiAnnette Scott
July’04, Revised to 2V5.0

If there is not an “Automatic offer” selection available
when trying to enroll an employee in Retirement
benefits, complete the following steps:

1. In the command line type /nPA20 and press
Enter. This will take you directly to Display HR
Master Data.

2. Enter the employee’s personnel number in the
‘Personnel no’ field.

Select the Benefits Tab.

4. Select the General Benefits Information infotype
and click on the Display icon.

w
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Troubleshooting Note #2 (continued)

Infotype yste
@ ald B GCEe OEE D000 EER @ m .
; Display General Benefits information |

Edit Goto  Extras

| 2

I i
iPersonnel no} 50016 Marne BobB01 .. Status Active X

. EE group 1 Regular State Em.. Personnelar  FAOT DFA I
iEE subgroup B Hourly 55N 898775368
. From o6f24/2001 to 12/31/9999 Chng 04/24/2602 RHMORRISSEY

I General Benefits Information
] Benefitarea us State of Arkansas-LUS I

15t Program grouping 1080 ASE General [
2nd Program grouping  ALLE All Benefits |

2-46
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If there is not an “Automatic offer” selection available when
trying to enroll an employee in Retirement benefits, complete
the following (cont'd):

»  Verify the information in the ‘2" Program grouping’ field.
If the data reflected is GENB or NOBN, then AASIS is
reflecting that the employee is not entitled to Retirement
benefits. You need to contact someone in your
agency’s Personnel Administration area to verify that
the employee is not entitled to Retirement benefits.

* |f the data reflected is ALB9 or ALLB, then exit out of
SAP; logon on again; and try to enroll the employee in
‘Automatic offer.” If ‘Automatic offer’ is still not available,
call the AASIS Help Desk.

246



An ASC Training Guide
HRBEN - Benefits Administration

Troubleshooting Note #2 (continued)

g 0 aiBIeee SHE DnoD NE @
. Display General Benefits information |

lgE=

-EDBTE -Bnhﬂm
i FaBl
e g U5

General Benefits Information

Benefit araa US  State of Arkansas-US
1st Program grouping 1008 ASE General
2nd Program grouping  ALLE All Benefits

[> |MPO17100 P5| sapgas | OWR
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If there is not an “Automatic offer” selection available when
trying to enroll an employee in Retirement benefits, complete
the following (cont’d):

«  Employees in 15t Program Grouping 5000 — Workforce
Education does not have Automatic Offers because they
have an Alternate Choice for Retirement Plans.

 To enroll the employee in a Retirement plan, select “New
Hire Enrollment”. Then select the appropriate
Retirement Plan.
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Questions and Answers
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